
 

 

ICF/IID – Facility User Guide 

You can access the ICF Module by accessing the ODH COVID-19 Care Portal at 
https://covidcare.age.ohio.gov/ 

 

 

In order to use the R3AP System, you can log in by going to the Ohio Department 
of Aging’s COVID-19 Care Center Portal at https://covidcare.age.ohio.gov/. Each 
intermediate care facility should have received two emails from the Ohio Department of 
Aging with your username and password for portal access. These instructions were sent 
to the person identified as the facility contact in the DODD Provider Portal. Each facility 
will have its own unique username and password. If your facility did not receive these 
emails, please contact the Ohio Department of Aging at 1-855-R3AP-ODA (1-855-732-
7632). Once you have your credentials, enter your username and password, and click 
“Log-In”.  



 

 
Once you are logged in, you will be taken to the Main Menu screen. On this screen, you 
should see your facility name and number in the upper right-hand corner. If you operate 
multiple facilities, please make sure to verify that you are logged in under the correct 
facility.   

Next, you will see a red box on the left side of the Main Menu screen. This box will show 
you the status of any previous Crisis Response Staffing requests that have been 
submitted for this facility.   

You will also see a green box in the center of the Main Menu screen. This box is a link to 
your Facility Profile. Please click on this box and verify that the information in your 
Facility Profile is accurate. This is very important!  

 



 
 
Once you open the Facility Profile, you will see all your demographic info. Please verify 
that it is accurate. If not, you will need to log into your account on the DODD Provider 
Portal and update your demographic information.    

You can also click on the drop-down arrows to the right of the words “Current 
Census Information” and “Current Contact Information”.    

 



 
The “Current Census Information” section is blank and is not required, but 
the information may be useful in helping the strike team understand your current 
situation.   

 

The “Current Contact Information” is a required field. You MUST enter a contact 
person into this section before you will be able to proceed with your crisis staffing 
request. The person entered into this field MUST be the facility DON, Facility 
Administrator, Agency CEO, or Director of Operations.  

In order to enter a contact person in this section, click on the icon. 



 

 
When you click on the icon, a new box will open allowing you to enter the 
contact person’s information. Click on the Save box at the bottom to save the contact 
person’s information. You may add multiple contacts by repeating this step if 
necessary.   

 



After you have completed this section, you must click the box at the bottom to 
verify the accuracy of the Facility Profile.   

 
After doing so, you will get a pop-up confirming that the facility information has been 
updated. Click “Ok” to proceed. 

 
This will take you back to the Main Menu where you can proceed with the crisis 
staffing request by clicking on the “Crisis Staffing Response” link on the right side of the 
screen.   



 

 

This will take you to the crisis staffing response request page. You must, under the Pre-
Submission Considerations, read, review, and attest that your facility has followed 
the DODD Regional Residential Crisis Support process by looking within your current 
organization for resources, contacted the local county board for access to support 
and resources, and engaged with the DODD Provider Resources and Support team prior 
to submitting your request. Many of the statements in this section provide links 
to valuable resources that you may find beneficial in addressing your current 
staffing needs. You must mark each action you have taken and verify that you have 
utilized the attached resources to try to meet your needs. 



 

Once you have answered the Pre-Submission Consideration statements, you must 
click the box that states you have verified your Facility Profile and the box that attests 
that you have made all reasonable efforts to implement the pre-submission 
considerations before you can proceed.   
 

 



Once you have clicked the two required attestation boxes, you can then move on to 
the next section, which will automatically open for you. In this section, you are going to 
answer the questions to describe your current situation and what staffing assistance you 
need to address your staffing crisis.    
 

 
 
You must answer each question in order to proceed. 
 



 
 
The most important part of this section is the section that asks you to define the 
critical strike team positions needed. Here you can select the type of staffing position 
you need filled: RN, LPN, DSP/STNA, Dietary, or Universal Worker.  
 
Once you select the type of staff position needed, you will identify the shift, hours, and 
number of days needed. The maximum number of days for a strike team assignment is 
five days. You must do one entry for each strike team member needed. You can add 
additional strike team positions to your request by clicking on the plus icon.  
 



 
 
The “Crisis Staffing Points of Contacts” section is REQUIRED. You will not be able 
to submit your request without filling out this section with the names and contact 
details of two people associated with the facility who can respond to calls from DODD 
or ODA as they are setting up the crisis staffing assignment.    
 
 



 
Once you click on Submit, you will get a pop-up verifying that your crisis staffing 
request has successfully been submitted. This will also trigger emails from the system 
notifying you of the status of your crisis staffing request. These will go to the email 
address identified for the Crisis Staffing Points of Contact.  
 

 
You will automatically be sent back to the Main Menu screen where you will now see on 
the left side, your current crisis staffing request and the status of that request. You 



can also click on the link on the right side of the page called “Crisis Staffing Request 
History”, to see the status of the current and any previous requests.    
 

 
You can also click on the link on the right side of the page called “Crisis Staffing Request 
History”, to see the status of the current and any previous requests. Once your crisis 
staffing request has been sent in, you need to be monitoring your email and your phone 
for correspondence related to your request. These notifications will inform you of the 
status of your request, whether your request has been approved, what vendor will be 
assigned to your request, and will be used to contact you to set up the Initiation Briefing 
Meeting where you will meet with a representative of the vendor and DODD to 
coordinate the strike team arrival. Finally, facilities should be aware that a DODD staff 
person will be reaching out to the identified facility contact at least once each day 
during a strike team assignment to ensure that the facility is actively working towards a 
solution to the staffing crisis and that the strike team services are occurring and meeting 
the identified needs of the facility.  

 

Thank you and questions about this process may be directed to Ann Weisent, DODD 
Provider Resources and Support Manager at ann.weisent@dodd.ohio.gov.  

 
 
 
 


